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•An online application system 

•An online application management system 

•An online student tracking system 

•An online communication system for 

districts 

•An online historical data storage system 

 

OPAL Is: 



•On the Open Enrollment website 

•Up at midnight on February 3 

•Down at exactly 4:00 pm on April 30 

 

Online Application 



Features of Online Application 

 Parents can:  

 Apply for all children in a single session.  

 Apply to up to three school districts for each child in 

a single session 

Request transportation reimbursement  

 Apply to a virtual charter school  

 Begin application and finish later (before the 

deadline) 

 Edit application (before the deadline) 

 

 



Signing Into OPAL 

 



OPAL web site: 

https://apps4.dpi.wi.gov/OpenEnroll  

Link to OPAL can also be found on the open 

enrollment web page.  

https://www2.dpi.state.wi.us/OpenEnroll
https://www2.dpi.state.wi.us/OpenEnroll


OPAL opens into the Mailbox tab. 



The OPAL Contact is the person who 

receives OPAL-generated emails. 

 

All OPAL communication features require 

up-to-date OPAL Contact information.    

The Contacts Tab 





Note list of OE Contacts 

(Ctrl-F) to search. 



Enter or Edit Contact 

Information and Save 



Be sure to keep OPAL contact and District 

Administrator up-to-date. 



Navigating in OPAL 



Tabs and Side Bar 



Transfers In and Out 



Drop-Down Menus 



Sort 



Search 



Filter 



Managing Open 

Enrollment Applications 

The Applications Tab 



Preparing for the Regular Application 

Period 

February 3 – April 30, 2014 

Managing Applications 



Internal Procedures 

 Review and amend policies. 

 Be sure users are authorized. 

 Be sure OPAL Contact is current. 

 Designate one person/office to: 

 Provide information and respond to questions. 

Receive paper applications  

 Link to OE website for application form 



Paper Applications 

 Are discouraged 

 Will be available only on DPI website 

Download and print any forms you need 

 Must be physically received in nonresident 

district by 4:00 pm on April 30. 

 Nonresident district must enter application into 

OPAL. 

 By end of the day on May 1. 



Review Apps  

 Resident and nonresident districts – it’s easy to 

make mistakes with drop-down menu. 

Examples: 
 DePere and West DePere 

Washington, Washington-Caldwell, Washington High 

School 

Weston School District is in Cazenovia, D.C. Everest 

School District is in Weston 

Wausau, Wausaukee, Waukesha, Wauwatosa, 

Wautoma, Waunakee …. 

West Salem, West Allis, Westby, West DePere, 

Westfield… 

 



Review Apps 

 If application indicates ―virtual charter school,‖ 
be sure the nonresident district to which the 
student applied has a virtual charter school.  

 Check age and grade match.  

 If you do not offer 4K, be sure to review 
applications to identify 4K apps-out.  

 Reapplications submitted online: 

 If you require reapplication, print & request 
deletion.  

 If you do not require reapplication, request 
deletion. 



Review Apps 

 Parents can edit their own applications up until 

the deadline—be aware that they can change.  

 In spreadsheet, see update date and update id.  

 You can edit any applications you entered.  

 After application period, must send request 

DPI to edit apps.  



All Applications Tab 



The All Applications page is 

under the Applications tab. 



From the All Applications Tab 

 List of all applicants  

 Select student 

 Enter paper applications 

Can only edit applications you enter 

Contact DPI to request other edits 

 View/print PDF applications – single 
application or print all 

 Download to Excel 

 Request applications to be deleted 

 

 



From the Transfers In page, you can enter a paper 

application, view a PDF copy of an application, edit 

any application you entered, and request deletion of 

an application. 



Enter a paper application or edit 







PDF 

Print All 



Nonresident district should request deletion 

of duplicate or unnecessary applications. 



Sends request to DPI 

DO NOT DELETE SIMPLY BECAUSE STUDENT WILL NOT OE! 



Transfers-Out page.   Note that one student applied to three 

nonresident districts.   One application on each line.   Is only a 

duplicate if the name and nonresident district are the same.   



Select fields to export 





Approve/Deny Tab 





From the Approve/Deny Tab 

 Enter approvals and denials 

 Transfers In and Transfers Out 

 Enter reason for denial 

Reasons in OPAL are abbreviations 

 Be sure you understand statutory reasons for 

denial. 

 View other district’s actions 



Nonresident Denial Reasons – Regular Applications 

1 Reg ed space not available, NO wait list 118.51(5)(a)1 

2. Reg ed space not available, on wait list 118.51(5)(a)1 

3. Sped space not available, NO wait list 118.51(5)(a)4 

4. Sped space not available, on wait list 118.51(5)(a)4 

5. Spec ed program/services not available 118.51(5)(a)4 

6. Referred for sped evaluation, not completed 118.51(5)(a)6 

7. School district not required to accept student who is currently 

expelled (for any reason) 

120.13(1)(f) 

8. Student has been expelled in current or two preceding school 

years for certain conduct 

118.51(5)(a)2 

10. Application was filed late or is incomplete (not enough 

information to act on application) 

118.51(3)(a) 

11. More than 3 applications were submitted for student 118.51(3)(a) 

12. Resident district does not offer same type of 4K 118.51(2) 

13. Student is not age eligible for school (under 4 unless ECE; 21 

or over) 

118.14 

20. Habitual truancy from nonresident district in current or 

preceding school year 

118.51(5)(a)3 



Be sure to understand 

reasons for denial; these are 

abbreviated explanations only. 



Be sure to include all reasons for 

denial.  You cannot defend on appeal 

for any reason you did not include in 

the notice of denial. 





Resident Denial Reasons – Regular Applications 

14. Cost of special education is an undue financial burden 118.51(12)(b) 

16. Application was filed late or is incomplete (not enough 

information to act on application) 

118.51(3)(a) 

17. More than 3 applications were submitted for student 118.51(3)(a) 

18. Resident district does not offer same type of 4K 118.51(2) 

19. Student is not age eligible for school (under 4 unless ECE; 

21 and over) 

118.14 





Use filters to create subsets. 

Note code for denial reason.  



The Letters Tab 

Generates approval and denial letters.  

 

Formatted as PDF documents.   

 

Spaced for window envelopes.  





Select approved or denied; can specify reason for denial. 



Can change default information---session change only. 







Note that all of the denial 

reasons are included. 



School Assignments Tab 

Generates school assignment letters.  

 

Formatted as PDF documents.   

 

Spaced for window envelopes.  





Includes only approved 

students. 



Can change default 

information---session change 

only. 



Can enter special comments 

for each student---these 

comments are saved. 



When finished, click 

―Generate Letters‖. 

Select a school from the 

dropdown menu. Be sure to 

SAVE! 



Send 2 copies so parent can 

keep one and return one. 



Intent to Attend Tab 





3rd Friday Reporting in 

OPAL 

The Students Tab 



The Students Tab opens into the Actively 

Open Enrolled Tab ---which is empty at the 

beginning of the school year. 



Contains all students who could potentially 

be open enrolled into or out of the district.  

All Students Tab 



All Students Tab Includes 

 All students who were open enrolled at the 

end of the previous school year: 

 Every student advanced one grade. 

 Except: 

 Seniors are dropped, and 

 Eighth grade pupils open enrolled to K8 districts are 

dropped.   

 All new applicants from the previous February 

– April timeframe. 

Whether approved or denied.    

 







Students are open enrolled if they were: 

•OE on the 3rd Friday in September  

•or 

•Were OE at least one day before and one 

day after the 3rd Friday in September.  

3rd Friday in September Tab 



3rd Friday List 

 Is temporary.  Can be used only from the 

beginning of the school year to around October 

1. 

 Quickly fills database.  

 Once the nonresident district makes entry, the 

database is updated.   

 No emails are sent when a student is reported 

as OE or not OE or if the record is changed.   

 Is not used to record alternative application 

students’ 3rd Friday status.  

 



Procedure for 3rd Friday list 

 Nonresident district indicates OE status: 

Open enrolled or not open enrolled 

 Enter FTE for 4K and 5K 

 Resident district agrees or disagrees: 

Cannot act until nonresident district enters info. 

 If disagree, email is sent to the nonresident 

districts.  Districts must resolve.   

 N/A means the district has not yet made its 

entries.  

 





x 



Special Education tab includes 

only students who are reported 

as OE.  Is pre-populated with 

information from last year or from 

the application.  Only need to 

change. 



x 



After the List is Frozen 

 The third Friday list will be frozen about a 

week before October 1.    

 You will no longer be able to make entries on the 

list.   

 However, the data are not frozen.   

You must make changes for each student 

individually from the All Students or Actively Open 

Enrolled lists and click on the Change Enrollment 

tab.   



2nd Friday in January list 

 The 2nd Friday list works very much like the 3rd 

Friday list, except: 

 No changes are made to the database from 

entries on the 2nd Friday list.   

 The 2nd Friday list is for inter-district 

communication only.  



Brings back seniors from prior school year 

who did not graduate.  

 

Brings back students who were withdrawn 

over the summer, but did not leave the 

district and did not attend elsewhere. 

The Returns Tab 





Places student in All Students list.  Need to 

report as OE or not OE. 





•Shows all students who are actually open 

enrolled into and out of your district.   

•Shows Grade, SPED status, FTE, 

withdrawals and amount of aid transferred.   

•Reflects all changes in ―real‖ time.  

•This is the list that matters.  

 

 

Actively Open Enrolled Tab 



―Real Time‖. Updates immediately 

when change is proposed and 

approved. 



PDF 





Entering Changes of 

Status in OPAL 

The Students Tab 



Data that can be changed 

 Student’s data:  name, birth date/age, gender, 

race/ethnicity. 

 Parent(s) data:  name(s), address, phone, 

email 

 Enrollment data:  Resident District (current 

year or next year), 3rd Friday & 2nd Friday OE 

status, FTE, SPED status (current year or next 

year), virtual charter school status 

 Withdraw from OE:  withdrawal date, days of 

OE, reason for withdrawal.  



When a Change is Proposed 

 One district enters change in data. 

 An email is sent to the other district.  

 Other district signs into OPAL.   

 Accept or Reject 

 Accept – database is updated. 

Reject – database is not updated. 

 Email is sent to other district notifying of disagreement. 

 Districts resolve issue, make needed changes.  

 









Change Name, etc. 

Name 

Date of Birth 

Gender 

Race/Ethnicity 

 







OPAL sends an email to the 

other district, notifying them 

of the change. 

















If accepted, change is made. 





If rejected, OPAL sends email.  

Nothing changes. 



Parent name(s) 

Email 

Phone: home, work, cell 

Mailing Address – Address, City, State, Zip 

Street Address – Address, City, State, Zip 

Comments 

 

Change Parents/Addr 





Change Enrollment Tab 



Change Enrollment Tab  

 

 Grade 

 Resident District (Current Year) 

 Resident District Next Year 

 SPED (Current Year) 

 SPED Next Year 

 In Virtual Charter School 

 



Change Enrollment Tab  

 

 3rd Friday:  Yes  No   FTE 

 2nd Friday:  Yes  No   FTE 

 Date of Enrollment as Exception 

 Days of Open Enrollment as Exception   FTE 

 Comments 

 



If you:  

•Change a 

grade, be sure 

to change FTE, 

if necessary. 

•Change from 

OE to not OE 

(or vice versa), 

be sure to 

delete (or 

enter) the FTE. 



Only DPI can 

change 

resident 

district for the 

current 

school year. 



Change of Resident District 

 If a student who is OE on the 3rd Friday moves to 

a different resident district, the resident district is 

changed as follows: 

 Move before the 3rd Friday: 

 Resident district is changed for the current year. 

 Move after the 3rd Friday: 

 Resident district is changed for the following year. 

 The resident district on the 3rd Friday counts and pays for 

the student all year.  

 

 (see “alternative application” procedures for student who is not OE on the 

3rd Friday) 

 



Procedures for Resident District Changes 

 For a move before 3rd Friday: 

 

Must contact DPI via email for any resident 

district change that will be effective in the current 

school year.  



Procedures for Resident District Changes 

 For a move after the 3rd Friday: 

 

1. Either the nonresident or ―old‖ resident district 

enters the student’s new address in the 

Change Parents/Addr tab.  

 

2. That same district enters the name of the 

―new‖ resident district for the next school year 

under the Change Enrollment tab.  



Procedures for Resident District Changes 

3. The ―opposite district‖ approves the proposed 

changes in the following order:  
Address change 

Resident district change 

 

4. An email will be sent to the ―new‖ resident 

district, notifying the district that it will be the 

student’s resident district in the next school 

year. 



Do Not Change Resident District… 

 If the student moves into the nonresident 

school district.   

 Either: 

Report the student as not OE (if student moved 

into nonresident district prior to 3rd Friday in 

September) 

 or 

Withdraw the student (if student moved into 

nonresident district after the 3rd Friday in 

September) 



Resident District Changes for 8th Graders OE 

Out of K8 Districts 

 If: 

 An 8th grader who is a resident of a K8 district, 

 Is open enrolled out of the K8 district, 

 To a K12 district, 

 Then: 

 The student’s resident district for the next year 

must be changed to the UHS district. 

 The K8 district should initiate this change at the 

end of the school year or during the summer. 







Approve the parent’s tab 

first. 





Change resident 

district for next year 

only if student 

moved after the 3rd 

Friday in September. 



SPED Status 

 Student is either SPED or not SPED for the 

entire school year.  

  

 When a student changes from NON-SPED to 

SPED (or vice versa) during a school year, the 

student must be reported as either NON-SPED 

or SPED for the entire school year (referred to 

as the transition year).  



SPED Status 

 If student’s SPED status changes, districts 

need to decide how to report student in 

transition year:   

 If there are no additional costs, it is recommended 

to report student as not SPED for the transition 

year.  

 If there are additional costs, it is recommended to 

report the student as SPED for the transition year. 



SPED Status 

 On the Change Enrollment page, the district 

may enter the student’s SPED status for the 

following school year.  When OPAL rolls over 

for that school year, the student’s special 

education status will be updated. 





Withdraw Student  



Withdraw Student - Current Year 

 

 Date of Withdrawal 

 Days of Open Enrollment 

 Reason for Withdrawal 

 Other Explanation 



Withdraw Student 

 Only use if the student was OE on the 3rd 

Friday in September and withdrew after the 3rd 

Friday in September, or 

 If an alternative app student began attending 

after the 3rd Friday in September and then 

withdrew.  

 If a student was not OE during the school year, 

do not withdraw the student. Indicate NOT OE. 

 





Summer Withdrawals 

 During the summer, you may withdraw students 

who will not continue OE in the following school 

year: 

 

Withdraw Next Year  Yes    No 

Reason for Withdrawing Next Year 

Other Explanation 

Comments 



Summer Withdrawals 

 If the student withdrew after the last day of 

school but before the rollover date (August 

1st), enter the withdrawal information under 

―For Next School Year‖. 

 

 Any students withdrawn prior to the OPAL 

rollover will not be rolled over and will not be 

on the 3rd Friday in September list. 

 

 



 If the student withdrew after the rollover date 

(August 1st) and on or before the 3rd Friday 

Count date, enter the student as not OE on the 

3rd Friday list. 

 

 It is not necessary to withdraw graduating 

seniors.  They will be dropped automatically 

from the All Students list as part of the rollover.  

This also applies to 8th graders in K-8 districts. 

 

Summer Withdrawals 





Truancy/Failure to Participate 

 If a student’s OE was terminated due to 

habitual truancy (traditional schools) or failure 

to participate (virtual charter schools): 

 

 The date of withdrawal is the last day the 

student was present for attendance. 

 

 



Aid Calculation 



Aid Calculation Tab  

 Shows the aid factors and calculation for each 

individual student.  

 

 It includes the following:  

 Final aid amount 

Revenue limit exemption  

 For exception student not counted by the resident 

district on the 3rd Friday Count 

 The current OE basic and daily rate for 1.0 FTE 



Aid Calculation 

 Also includes:  

 Aid factors: 

 SPED or NON SPED 

 3rd Friday status – open enrolled or not open enrolled 

 In Resident Membership – yes or no 

 Exception data 

 Enrollment date 

 Number of days enrolled as an exception 

 FTE 

Withdrawn or not withdrawn 



Aid Calculation 

 

 The actual aid calculation, as follows: 

 Full school year calculation 

 Basic aid amount * 3rd Friday in September FTE  

Withdrawal calculation 

 Daily rate * # days open enrolled * 3rd Friday in Sept. FTE 

 Exception calculation  

 Daily rate * #days open enrolled * exception FTE 



Aid Calculation 

 There are two ways to access the Aid 

Calculation page 

On the Actively Open Enrolled page, click on the 

aid amount (in the last column).  

 From the Student Summary page, click on Aid 

Calculation 

 To get to the Student Summary page, click on the 

student’s name on either the All Students page or the 

Actively Open Enrolled page.  





Assistance 



General Contact Information: 

 

Email:  openenrollment@dpi.wi.gov 

Phone:  888-245-2732 

 

 

Open Enrollment Website:  http://sms.dpi.wi.gov/sms_psctoc  

 

 

 

 

 

 

 

mailto:openEnrollment@dpi.wi.gov
http://sms.dpi.wi.gov/sms_psctoc


DPI Open Enrollment Staff 

 

Mary Jo Cleaver, Open Enrollment Consultant 

608-267-9101 

maryjo.cleaver@dpi.wi.gov 

 

Jennifer Danfield, Open Enrollment  Consultant 

608-264-6707 

jennifer.danfield@dpi.wi.gov 

 

Kari Gensler Santistevan, Open Enrollment Education Specialist 

608-267-9196 

kari.genslersantistevan@dpi.wi.gov 

 

Tricia Collins, Director, School Management Services 

608-266-7475 

tricia.collins@dpi.wi.gov 

 

mailto:maryjo.cleaver@dpi.wi.gov
mailto:jennifer.larsen@dpi.wi.gov
mailto:kari.genslersantistevan@dpi.wi.gov
mailto:tricia.collins@dpi.wi.gov

